RECORDS REPORT SYSTEM

Guide to the 10 RRS Reports
for Agency Users

Overview of the reports:

» The RRS reports allow agency users to create, view, and print reports that sort and organize the infor-
mation in a department’s RRS records. This guide tells how to create the reports. It also suggests ways
to use the reports to manage records and information.

» There are ten RRS reports available to agency users:

1. RrReEcorbp NAMEs: Record Name and RSN Report - page 3
2. DEPARTMENT ORGANIZATION: Agency Organization & Codes Report - page 6
3. rastuppaTED: Record Names By Agency Organization with

Last Change Date Report - page 8

4. ForM NUMBER: Records by Form Number Report - page 10
5. access cLass: Records by Access Classification Report - page 12
6. RETENTION & OFFICER : Records by Retention & Officer Information Report - page 14

7. INFORMATION TYPE: Records by Information Type Report - page 17

8. mpivipuars: Records by Categories of Individuals Report - page 19

9. MEDIA TYPES: Media Types by Record Name Report - page 21

10. uira Lawsuits:  Lawsuits Report - page 23

How to find the reports:

» Loginto the RRS agency site at web.higov.net/oip/rrs.

| OIPRRS for Agencies Website

iser TD

Pas sword

Login



» The ten RRS reports are listed with bullets on the welcome screen.

» Click on the name of the report you want to create.

Records Report System Maintenance

Bacorili dsaasnant Welcome to the Office of Information Practices
Becords. repart Records Report System Administration Website

To add, edit, and delete your RRS Records, click on one of the options to the left
To view the public Records Report System website, go here
To view the reports, select one of the reports below.

Record Name and RSN Report

Agency Organization & Codes Report

Record Names By Agency Organization with Last Change Date Report
Records by Form Number Report

Records by Access Classification Report

Eecords by Retention & Officer Information Report

Records by Information Type Report

Records by Categories of Individuals Report

Media Types by Record Name Report

Lawsyits Report

& @ B 8 @ B 8RR W

For help, vistt the OIF's RRS page.

How to create and use the reports:

> Follow the instructions for the type of report you want to create. This guide points out the on-
screen instructions and also offers some tips.

» For each report there are suggestions for using the report for records management. This may
involve viewing the report for one’s own department, and also viewing the report for other
departments. Agency users will find other uses for the reports as they work with them.

» Forbest results, make this a hands-on activity. As you follow the instructions below, log in and
create each report for your department, or another department. This is just a view-and-print
activity, so you won’t be changing any data on the RRS. When you print a report, there is room
to write notes on the printed report.
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1. RECORD NAMES
Record Name and RSN Report

This report gives a list of a department’s record names. It can be sorted alphabetically by record
name or agency name, and numerically by record number.

* Atthe welcome screen, select the report.
* Atthenextscreen, choose a department by clicking on the down arrow to the right of that
field to display a list of State and county departments. The list gives county departments

first, followed by State of Hawaii departments (“SOH”). Select a department by clicking
on its name.

Records Report System Maintenance

Record Name and RSN Report

4

Choose Department SOH/ HUMAN RESOURCES DEVELOPMENT/ DHRD

® Record Name
Department

Agency Name
Agency Abbreviation
Run Report

* Atthe same screen, select how the report will be sorted: by RSN (each record has a
unique record sequence number), by record name, by department, by agency name, or by
agency abbreviation. The most useful ways to sort are by record name or by agency name.

* Atthe same screen, click on “Run Report.”
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* Atthe next screen, you can view and print the report. You can also sort by any column by
clicking on the column header. The top of the report displays the date and time of the
report, as well as a total count of the records in the report. If the print preview or printout
does not display all of the columns, select “landscape’ in your browser’s print command.

Records Report Systam Maintenance

cord Name and RSN Report

Total count: 154 as of August 6, 2004, 10:03 am

I S0H HUMAN
35787 | ACCIDENT REPORT RESOURCES ﬂﬂ:ﬂ?ﬁ DHRD-ASD
DEVELOPMENT
SOH/ HUMAN
20628 | ALLOTMENT ADVICE RESOURCES ADMINISTRATIVE | nupn.aso
| s g OB SERVICES OFFICE
SOH/ HUMAN
: ANNUAL TNVENTORY REPORT ADMINIST RATIVE o
I L2409 OF PROPERTY EESV‘I::IITIE?P::EHT SERVICES OFFICE DHRD-ASO
SOH/ HUMAN
ANMNAL REPORT INCENTIVE A EMPLOYEE
| 19889 | SERVICE AWARD PROGRAM gﬁfggﬁm RELATIONS DIV NN
SOH] HUMAN
AHMNUAL SUMMARY OF ADMINISTRATIVE
| 2245 |y ENTORIES REPORT Eﬁﬂjﬁﬁm SERVICES OFFICE | UHRD-ASO
APPLICATION FOR FAMILY SOH/ HLIMAN
35779 | LEAVE (FAMILY & MEDICAL RESOURCES ADMINISTRATIVE | pypenaso
LEAVE LAW) DEVELOPMENT SERVICES DFFICE
AMPLICATION FOR FAMILY SOH/ HUMAN
| A5TFE0 LEAVE UNDER STATE FAMILY RESOLIRCES g:\:::ﬂ R;FLI;;:IEE DFHRD - &S0
LEAVE LAW ODEVELOPMENT
SOH] HUMAN
APPLICATION FCOR LEAVE OF OFFICE OF THE
| 15544 ABSENCE EEVHEII_JE[:":EHT OIRECTOR DHRG-DIR
APPLICATION FOR TRANSFER | SOH/ HUMAN SEENE 6 T
| 18543 | OF VACATION AND SICK RESOURCES b e DHRD-DIR
LEAVE CREDTT DEVELOPMENT
APPLICATION FOR USE OF SOH/ HUMAN
| 357293 | SCHOOL BUILDING, FACILITY | RESOURCES AT | oumoass
OR GROUNDS DEVELOPMENT :
[ APPLICATION OF MEMBER FOR 51:||'|||' HLIMAN ADMINIST RATTVE
| 43113 | pETURN OF CONTRIBUTIONS gﬂ;ﬁm SERVICES OFFIcE | DHRD-ASO
SOH! HusAN
APPROPRIATION SYMHOL ADMINISTRATIVE
| 20372 TRANSACTION AHNALYSIS Eﬁﬁcﬁ:ﬁm SFRVICES OFFICE DHRD-ASO
SOH/ HUMAN
13326 | APPROPRIATION WARRANT RESOLIRCES AERES OHe | DHRD-ASD
| DEVELOPMENT
| jagoo | ATTENDANCE AND LEAVE i Ay OFFICE OF THE S
RECORD ooy gt A DIRECTOR
' ADMINIST RATTIVE
13330 ALDIT COORRECTION SLIP ﬁUESHéSE:HEPé" EERVICES OFFICE DHED- A5

» Using this report: This is a basic report because it lists all the record titles a department
has entered in the RRS. It can serve as an index to a department’s RRS report, and as an
inventory of department records. It can also be used to view another department’s RRS
records.
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Sort by agency name to see which records each agency within the department has re-
ported. Sort by record name to find a particular record quickly, and to see which record
title has been reported by more than one agency.

Sort by record number (RSN) to place the older records first in the list. Each record
added to the RRS receives a unique record sequence number, so that newly entered
records receive higher numbers.

The agency abbreviation column may reveal missing abbreviations. To update agency
abbreviations, contact the OIP. The OIP will then add and edit agency abbreviations as

needed.

To view the full record report for any of these records, select the record number in the
RSN column.

Full record report for RSN 35787 (“Accident Report”), page 1 of 4:

Poge | off 4

SEMER AL TRFORNGA TN

ACCESS CLASSIFICATION
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2. DEPARTMENT ORGANIZATIONDEPARTMENT ORGANIZATION
Agency Organization & Codes Report

This report gives a list of a department’s agencies. It can be sorted by agency structure (“agency
code”) or alphabetically by agency name.

At the welcome screen, select the report.

At the next screen, choose a department by clicking on the down arrow to the right of that
field to display a list of State and county departments. The list gives county departments
first, followed by State of Hawaii departments (“SOH”). Select a department by clicking
on its name.

Records Report System Maintenance

Agency Organization and Codes Report

Choosn Departrent BOHS COMMERCE & CONSIRER AFFAIRSS DCCA

By Agency Mame
Sort Ok
¥ By Agency Codo

Husn Hesport

At the same screen, select how the report will be sorted: by agency name (alphabetically)
or by agency codes. Sorting by agency code will give you the department’s organizational
structure, by divisions, branches, sections, and units. The department name will appear first.
It is this department name that can be used when adding a common record to be reported
once for the entire department (centralized reporting).

At the same screen, click on “Run Report.”
At the next screen, you can view and print the report. You can also sort by any column by
clicking on the column header. The top of the report displays the date and time of the

report, as well as a total count of the agencies in the report. If the print preview or printout
does not display all of the columns, select “landscape” in your browser’s print command.

GuIDE TOo THE 10 RRS REPORTS



Records Report System Maintenance

ency Organization and Codes Report

Total government sgencies: 54 as of August 6, 2004, 11:20 am

»  Using this report: This is a unique report within the RRS because it lists agencies instead
ofrecords. Each RRS record is tied to an agency, so it is important that the names and

SOH COMMERCE & CONSUMER AFFAIRS Al SO0 OO L0
OFFICE OF THE DIRECTOR AP0 OO0
ADMINISTRATION A0 L D000
FISCAL STAFF AP0 1 2 DO
ACCOUNTING SERVICES Al 301 0201 0000
CASHIERING SERVICES A0 R D0
OFFICE SERVICES STAFF A 301 DERDO D0
PERSONNEL STAFF A0 L OO0
REGULATED TNDUSTRIES COMPLAINTS OFC A0 OO0
ADEINISTRATION A0 L DO D0
LEGAL STAFF A B0 O D00
INVESTIGATION STAFF Al 00 OO0 OO0 D
CONSLIMER RESOURCE CENTER Aol 0 OO0 R
OFFICE OF ADMINISTRATIVE HEARINGS Bl IO 0CO0D0T
ADMINISTRATICN A O30 OO0
LEGAL STENO SERVICE Al IO 02 000000
INFORMATION SYSTEMS/COMM OFFICE A O SO000D0 D
DEVISION OF FINANCIAL INSTITUTIONS A P0G OO (RO
BUSINESS REGISTRATION DIVISION Al 0T 00000
ADHIHISTRATION AT O D000
CFFICE SERVICES STAFF A 0T O D000
DOCUHENTS REGISTRATION BRANCH AT OCRO GO0
DOCUMENTS INFORMATION SECTION A0 00D L D
DOCUMENTS PROCESSING SECTION A0 002 (000
EECORDSE SECTION AP0 OG0
SECURITY COMPLIANCE BRANCH A0 (D000
SECURITIES ENFORCEMENT BEANCH AP0 OO O
CABLE TELEVISION DIVISION AASOBOCD0 D00
OFFICE OF CONSUMER PROTECTION Aot P00 000
ADEINISTRATION A0 DO
LEG=AL BRANCH At IR OO0
INVESTIGATION BEARCH AA SO 0EO0 D0 0
GENERAL LANDLORD-TENANT TNV SEC Aot POOCM OO0
GEMEFAL INGESTIGATION SECTION A0 I 0
HAWALL INWESTIGATION SECTION A0 030400
MALI INVESTIGATTON SECTION AIOO00 S 000
INSURANCE DIVISION Sl 1 (OO0
ADMINISTRATION A 31100 DODG00
EXAM K ALIDIT SECTION Al 31 1 03000000
ACCREDITATION SECTION AL 00 D00
BATE B POLICY ANALYSIS BRANCH A1 CAD0 000
LICENSING BRANCH AL LSOO
COMPLAINTS & ENFORCEMENT BRANCH A0 2 D00 OO O
CAPTIVES BRANCH AT 0F D000
HEALTH BRANCH A1 1 0B 00U00 0
PROFESSIONAL B VOCATIONAL LICENSING Al L2 OO OCHIY
ADMINISTRATION Al F L2 (R OO0
EXECUTIVE SECRETARIES Al T L2 OO0
LICENSING BRANCH Al L3 OO0 R0
APPLICATION SECTION Al L2 O L O
RECORD SECTION AL e (D0 O
EXAMINATION BRANCH A 312 SO0
REAL ESTATE BRANCH AT LI OaD0D0
| DIVISION OF CONSUMER ADAVOCALCY AT L2000 000

organization of agencies within a department be kept up to date.
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Report agency name and organization changes to the OIP. The OIP will then update the
agency names and organization in the RRS. These changes will then be reflected in the RRS
reports and also in the agency pulldown menus used to create reports and to add or edit
records.

This report can be printed and serve as an introduction to a department’s agencies and
organization. The report can also be used to view another department’s organization.

3. LASTUPDATED
Record Names By Agency Organization
with Last Change Date Report

This report gives a list of a department’s record names, with the date each record was last updated
on the RRS. The report can be sorted alphabetically by record name or agency name, chronologi-
cally by date of last update, and numerically by record number.

* Atthe welcome screen, select the report.

* Atthenextscreen, choose a department by clicking on the down arrow to the right of that
field to display a list of State and county departments. The list gives county departments
first, followed by State of Hawaii departments (“SOH”). Select a department by clicking
on its name.

Records Report Systam Mainténance

Record Names By Agency Organization With Last Change Date Report
Chiiess Deganrismseat SO UNIVERSITY OF HAWALLS LB

Sl H-'f RSH

Roscoad e

Lansit Ukl
[asganrinwwesnil
Agency Mmnwe

Moency AblEeviation
P Beport

* Atthe same screen, select how the report will be sorted: by RSN (each record has a
unique record sequence number), by date of last update, by record name, by department,
by agency name, or by agency abbreviation. The most useful ways to sort are by record
name, by agency name, or by last update.

* Atthe same screen, click on “Run Report.”
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* Atthe next screen, you can view and print the report. You can also sort by any column by
clicking on the column header. The top of the report displays the date and time of the
report, as well as a total count of the records in the report. If the print preview or printout
does not display all of the columns, select “landscape’ in your browser’s print command.

LM/ FIN

BATCH RECORDS GENERATED mmmﬂ

(BANK 30) HAWAIT S e

SOH/

HPSLINSL Fscal Operations FINANCIAL LI/ FIN

U anlysts - Consolidated 072972004 UNIVERSITYOF | MAMAGEMENT WGT
SOH/

Vendor Maintemanoe Fonm - FINANCIAL LUH/FIN

wniE Epuarchussing 072772004 LPIHH.:‘:EZS"? OF HANAGEHMENT HGT
SOH)
FHHRT 55 HON-TMPOSED FINANCIAL Ul‘l,fFlH
Judzd ASSESSMENT-WC & UIC mmm‘l E“HWIU:RES"T QF HANAGEHMENT HGT
SOH/
B RBMRDGST]- AR DOCUMENTS IN FINANCTAL LIH/FIN
R | e 07 f 2872004 UNIVERSITY OF i AW i
SOHf
. FESPOOOD/FEMROOD- ACCOUNT FINANCIAL LI/ FIH
FIT | g MMARY & TRANS LISTING 07 f29/2004 il g MANAGEMENT HGT

FHOREZIH-SUHH OF SOH|
JA05 EXPEHDITURES AND CASH DT,‘H!]EIJII UMIVERSITY OF HFTHA:‘EEE!:LE N1 :'gl.ﬂﬂ

ADVANCES HAWAILT

SOH)

Funids Advanced Year-o-Date - FINANHCIAL UH/FIN
dolde Program Sort DT}HDE[H E“HLH:ES"Y OF HANAGEMENT HGT
6214 | HPSL/NSL Term Date Report 072072004 ﬁ:ﬂmsm OF Lot oot ARV EIN

: AT MANAGEMENT HGT
W3IW | FMIS Modification Request (71292004 UNIVERSITY OF | FINANCIAL ARYTIN
v MANAGEMENT HGT
SOHJ

FHALIDZOB-TNWVALID PAYROLL FINANCIAL LM/ FIN

3B | preoUNTS LIST 07 /282004 :::EES"" QE HAHAGEMENT HGT
SOHY
HOSLINST Opeations Analysis FINANCIAL UH/FIH
WAL | | ons (03570-03579) 07 f25/2004 m::“us"" or MANAGEMENT MGT
: Sosy FINANCIAL LIH/FIN
36180 | Tmprest Chack Replenishment D727 /2004 UNIVERSITY OF vy A ok
SOH/
| REMROGSF, G-ACCOUNT FINANCIAL LMY FIN
MGG | prr 07 f 2872004 UNIVERSITY OF iy O s

[Basihi Ciimn o727 2004 ﬁmﬂﬁm OF FIRANCIAL ARYTIN

Judil Y Cmponant feport 2 ety MAHAGEHENT HGT
SOH)

FHIS Sacurity Hon- Disclosane FINANCIAL LM/ FIN
6415 ¥, DT,‘H!]EIJII l::ﬁ:}s""f OF HANAGEMENT HCT

VARDAZAM - Report of SOHJ
Wldd | Payments - Form 1042 07 /27 /2004 UNIVERSITY OF :TH‘;‘GC::'LE = H':.;,’T"“

{Hontidy) HAWALL

_ Collection Agency Reowery SOHY FINAHCTIAL LM/ FIN
%212 | Analreis Report - Programm 07 f20/2004 UNIVERSITYOF | L e o

i SASTOD o, (L% | ﬁmm? OF FERARCIAL, IRYTTN
Hrded Meport faopz SR HAHAGEMENT HGT

REYRO3HD- POST SI'JH,If
441 | OUTSTANDING YREWD ALLOW | 0772072004 UNIVERSITY OF gy T ﬂgT""'

ENTRIES TO ARS-CONSOL HAWALL

YEMRDOL- OUTSTANDING FINANCIAL UH/FIN
dulle CHECK LIST L L ﬁr&kﬁ"‘f OF HANAGEMENT HGT

» Using this report: Because of the “last update” feature, this report is useful for those who
are updating records for their department. Sorting by last update provides a detailed
progress report, as well as an overview of the department’s updating on the RRS.
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Sort by agency name to see when the records of an agency within the department were
last updated. Sort by record name to find a particular record quickly.

Sort by record number (RSN) to place the older records first in the list. Each record
added to the RRS receives a unique record number, so that newly entered records receive
higher numbers and will appear at the end of the list.

To view the full record report for any of these records, select the record number in the
RSN column.

4. FORM NUMBER
Records by Form Number Report

This report gives a list of a department’s record names and form numbers. It can be sorted alpha-
betically by record name or agency name, and numerically by form number or record number.

* Atthe welcome screen, select the report.
* Atthenextscreen, choose a department by clicking on the down arrow to the right of that
field to display a list of State and county departments. The list gives county departments

first, followed by State of Hawaii departments (“SOH”). Select a department by clicking
on its name.

Records Report System Maintenance
Records by Form Number Report
Choose Department | SOH/ HUMAN RESOURCE S DEVELOPMENT/ DHRD

Sonpe All
Formes Only
Mo - Fogrres: Oinly

Sort By . RSN
* Formm Muombses
Fescond Marme
Deeartrmsent
ApgeEncy Mmmne

Agency Ablbweviation

Foiin Plspodt

» Atthe same screen, select the scope of the report: you can select all department records,
forms only, or non-forms only.
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* Atthe same screen, select how the report will be sorted: by RSN (each record has a
unique record sequence number), by form number, by record name, by department, by
agency name, or by agency abbreviation. The most useful ways to sort are by form number,
record name, or by agency name.

* Atthe same screen, click on “Run Report.”

* Atthe next screen, you can view and print the report. You can also sort by any column by
clicking on the column header. The top of the report displays the date and time of the
report, as well as a total count of the records in the report. If the print preview or printout
does not display all of the columns, select “landscape’ in your browser’s print command.

Records Report System Maintenance

ecords by Form Number Report

Total count: 150 as of August 6, 2004, 11:56 am

DESTGHATIOHN OF
SOH] HUMAN
1-A Ravised BEREFICTARY ADHINISTEATIVE
B8 | yaree (CONTRIBUTORY soapg it SERVICES OFFICE | Dfro o0
RETIREMENT PLAN)
SO/ HUMAN
ADM-MP-001 | REQUEST FOR VEHICLES ADHINISTRATIVE ;
a1 AND DAILY TRAVEL LOG il A SERVICES OFFICE | DHRO-ASO
SOHJ HUMAN
CHECE DISBURSEMENT LIST ADMINISTEATIVE
123324 AFOE0 RESOURCES DHRD-ASO
- PETTY CASH SYSTEM DEVELOPMENT SERVICES OFFICE
SOH] HUIMAN
AGS IT-AT DETAIL IMENTORY OF ADHINISTRATIVE
dddnd 6/BT PROPERTY EI‘EESV?JSFEHEHT SERVICES OFFICE TR
. SO HUMAN
AGS 17-Br | ANNUAL SUMMARY OF ADHINISTRATIVE )
24 | g INVENTORIES REPORT I SERVICES OFFICE | DHRD-ASO
TRANSFER OF PROPERTY SOHJ HUMAN
22465 ‘;‘;ﬁm ¥ INT A AND TNTER RESOURCES BERICEE OFFCE | DHRD-ASO
DEPARTMENTAL DEVELCPHENT
SOH] HUMAN
22461 AGE 34 CERTIFICATE OF DISPOSAL RESDURCES gg:ﬁ;?:;::i DHRD-ASO
DEVELOPHENT
SOH] HUMAN
INWVENTORY OF HATERIALS ADMINISTRATIVE
22464 AGS Foim 16 RESOURCES DHRD-ASD
e AND SUPPLIES DEVELORMENT SERVICES OFFICE
SO/ HUMAN
ARM 5 ey RECORDS TRANSHITTAL AND ADMINISTRATIVE
2zt RESOURCES DHRD-ASO
2/00 SHELF LIST ey I SERVICES OFFICE
SOHJ HUMAN
22 %'j ey RECORDS THVENTORY RESOURCES ECRACCE rIVe. | DHRD-ASO
DEVELOPHENT
SOH] HUMAN
ARM T rey RECORDS DESTRELCTION ADMINISTRATIVE
26T RESDURCES DHRD-ASO
209 REMOET DEVELOPHENT SERVICES OFFICE
STATEMENT INDEHMNIFYING ".'_ml:l'l'l,]I HUMAN
357a3 B¥-2 STATE AGAINST LIABILITY RESOURCES ggmlg;ﬁ?::i DHRD-ASO
CLAIM DEVELOPMENT
15785 | DHRD Form | TIME OFF FOR TREATMENT ey ADMINISTRATIVE | oo o
412 ri996 OF THDUSTRIAL INRIRY SERVICES OFFICE
DEVELOPHENT
SO/ HUMAN
DHRD Form 7 | ATTEMDANCE AND LEAVE OFFICE OF THE )
18699 rif1/95 RECORD RESOURCES DIRECTOR DHRO-CIR
DEVELOPHENT
SOH/ HUMAN
DPS 150 POSITION REVIEW FOR CIVIL OFFICE OF THE
19074 RESODURCES DHRD-DIR
{Rex. 05/92) SERVICE EXEMPTION DEVELOPMENT DIRECTOR
S0OH, HUMAN EMPLOYEE CLASS
OPS 206 1 POSITION CLASSIFICATION DHRID-
10126 RESOURCES & COMPENSATION
00156 FOMH il R by ECCD
S REQUEST SEL SOHf HUMAN EMPLOYEE CLASS | o
ons | CERTIFICATION ELIGIBLES RESOURCES & COMPENSATION | DHAD
FOREIGH LANGLIAGE SKILLS | DEVELOPHENT DIV
SO/ HUMAN
DPSs 410 ey DHRD SPONSORED COURSES EMPLOYEE
17970 RESOURCES DHRD-ERD
11948 REGISTRATION FORM DEVELOPHENT RELATIONS DIV
DPS SPONSORED COURSES ".":Dl'l,ll HUMAN EMPLOYEE
1B4 57 OPS 4108 COMMLUNITY COLLBGE/UH RESOLUIRCES RELATIONS DTV DHRD-ERD
REGISTHATION FORM DEVELOPHENT
DPS SPONSORED COLIRSES
18101 | DPS 4108 CONSMILIAN AESURCES, Bt DHRD-ERD
REGISTRATION, el i RELATIONS DIV
CONFIRMATION
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If arecord name shows a blank in the form number column, the record has been reported
as not being a form. Ifarecord name shows “NFN” (no form number) in the form number
column, the record has been reported as a form with no form number assigned.

»  Using this report: This report gives departments a tool for managing its forms. It displays
an inventory of the department’s forms and records that are non-forms. It can also be used
to view a list of another department’s forms.

The report will show the forms, including revision dates, being reported by agencies within
the department.

To view the full record report for any of these records, select the record number in the
RSN column.

S. ACCESS CLASS

12

Records by Access Classification Report

This report gives a list of a department’s record names, with the access classification for each
record. It can be sorted alphabetically by record name or agency name, and also by access classifi-
cation (public, confidential, etc.).

* Atthe welcome screen, select the report.

* Atthenextscreen, choose a department by clicking on the down arrow to the right of that
field to display a list of State and county departments. The list gives county departments
first, followed by State of Hawaii departments (“SOH”). Select a department by clicking
on its name.

Records Report System Maintenance

Records by Access Classification Report
Choosss Departrment SO/ LEGISLATIVE ALRDITORY LAD

ot By SN
B Esoorcd e e

Aconss Clanslcuticen

Despraatimiot
Aoency Hame
L A brevinton

Faiin Beport
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* Atthe same screen, select how the report will be sorted: by RSN (each record has a
unique record sequence number), by record name, by access classification, by department,
by agency name, or by agency abbreviation. The most useful ways to sort are by record
name (alphabetically), by access classification, or by agency name.

* Atthe same screen, click on “Run Report.”
* Atthe next screen, you can view and print the report. You can also sort by any column by
clicking on the column header. The top of the report displays the date and time of the

report, as well as a total count of the records in the report. Ifthe print preview or printout
does not display all of the columns, select “landscape” in your browser’s print command.

Records Report System Maintenance

Records by Access Classification Report

SIS

otal count: 307 as of August &, 2004, 12:13 pm

COMFIDENTIAL/CONDIT IOMNAL
ACCESS -- Aopess pesmitied sOH/
siae; | ADMINISTRATIVE CONTESTED CASE only tn those parsons, or s e STATE ETHICS P
26301 | YEARINGS PLEADINGS & DOCS undar those conditions, s el COMMISSION
described by specific statute
5]
CONFIDENTIAL/CONDIT IONAL
ACCESS -- Aocess permmitied SoH
oy o Hhose persons, of STATE ETHICS
26371 | ADVTSORY OPIMION under those conditions, :E;'ﬁ'z:?’f COMMISSION BEL
iescribwsd by speciflc statute
[=).
SOHS
E PUBLIC -- Passlic acDe=ss STATE ETHICS
26420 | AGREEMEMT FOR SERVICES e LEGISLATIVE ki SEC
ALIDITOR
i SOH/ SOM/
16441 | ALLOCATION OF TIME (BAF REQUEST) EURE = UG e LEGISLATIVE LEGISLATIVE LAD
bl ALIDTTOR AUDITOR
SOH/ SOH/
AMERICAN SOCTETY FOR PUBLIC PUBLIC -- Pulblic aore=s
21408 LEGISLATIVE LEGISLATIVE LAy
ADMINISTRATION (ASPA) e ALDITOR AUDITOR
ANHUAL INVENTORY REPORT OF PUBLIC -~ Public aocess b | SOoH/
21IE5 PROPERTY p— LEGISLATIVE LEGISLATIVE LAY
2 ALIDITOR ALUIDITOR
SOHS
ANNUAL INVENTORY REPORT OF PUBLIC - Public aoress STATE ETHICS
21 | propeRTY required T COMMISSION -
SOHS
| AWNUAL OCOUPATIONAL TMJURIES AND | PUBLIC - Public accass ¢ STATE ETHICS :
2423 | 111 WESSES SURVEY/OSHA recquired. oo g COMMISSION o
SOH/
ANNHUAL SUHHARY AND TRANSHMITTAL COMFIDENTIAL — Mo paiblic o STATE ETHICS
2l OF U5 ITNFORMATION RETURNS = [.‘l‘.'l'l'l"lliﬂlj I;JEJL#:R'M COHHISSION SEC
SOH] SO/
25660 ::pl’:].l;_:. SLUHHARY OF INNENTORIES 'PUBIHI;j-- PudsliC a0Ce=s LEGISLATIVE LEGISLATIVE LAD
B ALIDITOR AUDITOR
SOH/
AHNUAL SUMMARY OF INVENTORIES PUBLIC - Public somess STATE ETHICS
2613 | prpoRT - LEOTMATIVE COMMISSION sk
ALIDITOR
16603 | ANNUAL SURVEY OF GOVERNMENT PUBLIC - Public acress 7 A i - o
EMPLOYMENT requined ALDTTOR AUDITOR
CONFIDENTIAL/CONDITIONAL
ACCESS — Aooess peamnitiod SOHS SOH/
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» Using this report: This report gives departments a vital tool for managing access to
records. Ittellsifarecord is:
- public (public access required),
- confidential (no public access permitted),
- confidential/conditional (access permitted to public after segregation of
information protected from disclosure by an applicable UIPA exception),
- confidential/conditional (access permitted only to those persons, or under those
conditions, described by specific statute), or
- undetermined.

Sort by record name (alphabetically), print, and keep for reference when the agency
receives record requests. If the record is classified confidential/ conditional and requires
segregation of protected information, the report can serve as a reminder to redact the
protected information before disclosing the record.

Sort by access classification to group all confidential records together, and all public
records, for agency reference and review. Records showing undetermined classification will
be grouped together for further review and determination.

To view the full record report for any of these records, select the record number in the
RSN column.

6. RETENTION & OFFICER
Records by Retention and Officer Information Report

This report gives a list of a department’s record names, with retention period and officer title and
phone number for each record. It can be sorted alphabetically by record name or agency name, by
record number, by retention period, and by officer title or office phone.

* Atthe welcome screen, select the report.
* Atthenextscreen, choose a department by clicking on the down arrow to the right of that
field to display a list of State and county departments. The list gives county departments

first, followed by State of Hawaii departments (“SOH”). Select a department by clicking
on its name.

14 GuIDE TO THE 10 RRS REPORTS



Records Report Systam Maintenance

Records by Retention and Officer Information Report

Choose Department SOH ADCOUNTING & GENERAL SERVICESS DALGS

FSH
Retention

% Fecord Name
OiffeCer Titke

OifeCes Phsone
Departyvsent

Agency Name

Fun Report

» Atthe same screen, select the retention by clicking on the down arrow to the right of that
field. Select “all” to bring up all department records, or select any of the retention periods in
the list to limit the report to records with the retention period you select.

* Atthe same screen, select how the report will be sorted: by RSN (each record has a
unique record sequence number), by retention, by record name, by officer title, by officer
phone, by department, or by agency name.

* Atthe same screen, click on “Run Report.”
* Atthe next screen, you can view and print the report. You can also sort by any column by
clicking on the column header. The top of the report displays the date and time of the

report, as well as a total count of the records in the report. If the print preview or printout
does not display all of the columns, select “landscape” in your browser’s print command.
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Recards Report Systam Maintenance
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* Using this report: This report gives departments another tool for managing records. It

displays an inventory of the department’s records with their retention periods. It can also be

used to view a list of another department’s records and retention periods.

Sort by record name (alphabetically), print, and keep for reference to show the retention
period and officer in charge of each record. Sort by retention as another reference tool.
Records that show retention “not determined” can be reviewed and given a retention

period, following the State’s and department’s retention procedures. Sort by officer title
to show which records are assigned to that officer title.

To view the full record report for any of these records, select the record number in the
RSN column.
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7. INFORMATIONTYPE
Records by Information Type Report

This report gives a list of a department’s record names, with the type of information contained in
each record. It can be sorted alphabetically by record name or agency name or information type.
Examples of information type include agency financial records, administrative records, budget,
complaints, contracts, educational, health/medical, investigative records, personnel, and statistics, to
name a few.

* Atthe welcome screen, select the report.

* Atthenextscreen, choose a department by clicking on the down arrow to the right of that
field to display a list of State and county departments. The list gives county departments
first, followed by State of Hawaii departments (“SOH”). Select a department by clicking
on its name.

Records Report System Maintenance

Records by Information Type Report
Chonse Departrment SOHF ONWVEELID S A

Information Type [ Data Groap)

St By
¥ Heoorod Moame

Infn Type

Depai timenit

Aoy Hame

Apency Abbrervintion
Fum Report

* Atthe same screen, select the information type by clicking on the down arrow to the right
of that field. Select “all” to bring up all department records, or select any of the information
types in the list to limit the report to records with the information type you select.

* Atthe same screen, select how the report will be sorted: by RSN (each record has a
unique record sequence number), by record name, by information type, by department, by

agency name, or by agency abbreviation.

* Atthe same screen, click on “Run Report.”
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At the next screen, you can view and print the report. You can also sort by any column by
clicking on the column header. The top of the report displays the date and time of the
report, as well as a total count of the records in the report. If the print preview or printout
does not display all of the columns, select “landscape” in your browser’s print command.

Records Report System Maintenance

Recoerds by Information Type Report

Total count: 108 as of August 6, 2004, 12:43 pm

RSN

1503

1160

1784

10068
1rge
1r91

15338
1540
24224
10017
10400
23718
1376
10123

;21

044

RECORD_MNAME
ANHUAL INVENTORY REPORT OF
PROPERTY
ANNUAL OCOUPATIONAL
INRIRIES AND TLLNESSES
SURVEY/OSHA
ANNUAL REPORT
THE OMBLDSMAN
ANNUAL SLIMMARY OF
INVENTORIES REPORT
APPLICATION FOR LEAVE OF
ABSENCE

AFPLICATION FOR PARKING

APPLICATION FOR TRANSFER OF
VACATION AND SICK LEAVE
CREDIT

APPROPRIATION WARRANT

ATTENDANCE AND LEAVE
RECORD

ATTORNEY GEMERAL OPINION
LETTER

BACKGROUND & BASICS (A
TRAINING GUIDE)

BAMK DEPOSIT RECEIPTTICKET

OFFICE OF

BANK STATEHENT
BUDGET

CANCELLED CHECKS

CAREER OFPORTUNITY (108
ANNOUNCEMENT)

CASE CORRESPONDENCE

CERTIFICATE OF DISPOSAL

CHECK REGISTER FOR PETTY
CASH FUND

CLIENT CASE FILES

COMPUTER
SOFTWARE/PROGRAMS

INFO_TYPE
Aanual Reports

Health/Madical

Annual Repodts
Agency Financlal Recosds
Parsoane

Licesnsing fPermit
Permoare

Agency Financial Reconds
Personna

Leggal Advioe/Litigation
Echucational

Agency Financial Reconds
AgeEncy Financial Reconds
Aglminkstrat v Reoords
Agency Financlal Reconds
Perswenid

Legal Advioef Litigation

It fInvtra - Agency
Communiciations

Agency Financial Reconds

Complaints

Computer and Datn
Procissing

DEPARTMENT
sony

OMBLIDSMAN

SOH/
OMBUDSHAN

SOM|
OMBUDSHAN
SOM/

OMBUDSHAN

SOH/
OMBLIDSHAN
S0H/
OMBLIDSHAN

SOH/
OMBUDSHAN

SOH)
OMBLIDSHAN
SOH/
OMBLIDSHAN
SOHf
OMBLIDSHAN
SOH/
OMBLIDSHAN
SO/
OMBLIDSHAN
SOH/
OMBLIDSHAN
SOH/
OMBLIDSHAN
SOHf
OMBLIDSHAN

SOH/
CMBLIDSHAN
S0H/
OMBLIDSHAN
S0H/
DM BLIDSHAN

S0M/
| OMBLUDSHAN

| AGENCY NAM | ABBREV
SOH,

SOhf
OHBLDSMAN

SOH/S
OHBUDSMAMN

SOM/f
OMBUDSMAN
SOHf
OMBUDSMAN
SOHf
OMBUDSMAN
SOH/
OMBUDSMAN

SOH/f
OHBUDSMAMN

SOHY
DHBIDSMAN
SOHf
OMBUDSMAN
SOH/
OMBUIDSMAN
SOH/
OMBUDSMAN
SOH)
OHBIDSMAN
SOH/)
DHBEIDSMAN
SOH)
OHBEIDSMAN
SOH/
OMBUDSMAN
SOH/
OMBUDSMAN
SOH/
OMBUDSMAN
SOH/
DHBIDSMAN
SOHS
OHBIDSMAN
SOH/
DHBIDSMAN

SOH}

| OMBUDSMAN

Using this report: This report gives departments another tool for managing records. It

displays an inventory of the department’s records by information type. It can also be used to

view a list of another department’s records by information type.

Sort by record name (alphabetically), print, and keep for reference to show the information

type for each record. Sort by information type as another reference tool to group all
personnel records, budget records, contracts records, investigative records, and so forth.

To view the full record report for any of these records, select the record number in the
RSN column.
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8. INDIVIDUALS
Records by Categories of Individuals Report

This report gives a list of a department’s record names, with the type or category of individuals
about whom each record is maintained if the record is a “personal” record.

It can be sorted alphabetically by record name, by agency name, or by category of individuals
(“individual group”). Examples of categories of individuals include applicants, complainants,
employees, taxpayers, patients, and program participants, to name a few.

* Atthe welcome screen, select the report.

* Atthenextscreen, choose a department by clicking on the down arrow to the right of that
field to display a list of State and county departments. The list gives county departments
first, followed by State of Hawaii departments (“SOH”). Select a department by clicking
on its name.

Records Report System Maintenance

Records by Categories of Individuals Report

Choose Department SOH/ AGRICULTURE ) DDA
Inclliwichenl Gooup All
St By BESH

Fecoa] Mo

Individunl Groag

Dyt

Ay Maryes
Apency Ablseviabion
Fum Fepor

* Atthe same screen, select the individual group (category of individuals) by clicking on the
down arrow to the right of that field. Select “all” to bring up all categories, or select any of
the categories in the list to limit the report to records with the category you select.

* Atthe same screen, select how the report will be sorted: by RSN (each record has a
unique record sequence number), by record name, by individual group (category of indi-

viduals), by department, by agency name, or by agency abbreviation.

* Atthe same screen, click on “Run Report.”
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At the next screen, you can view and print the report. You can also sort by any column by
clicking on the column header. The top of the report displays the date and time of the
report, as well as a total count of the records in the report. If the print preview or printout
does not display all of the columns, select “landscape” in your browser’s print command.

yRecords Report System Maintenance

BSM

33178
28480
H 544

22403

L1
20479

53
29046
2999
20001
IS
9039

BECORD NAME
SEQUEST FORM

ACCIDENT INFORMATION AND
REPORTING SYSTEM (AIRS)

ADVICE OF CONSTITUTIONAL RIGHTS

ADNVTSORY COMMITTEE OM PESTICIDES

AFFIDAVIT FOR EXPORT FROM THE
STATE OF HAWAILT

AGREEMENT FOR QONSULTANT
SERVICES

AGREEMENT REGARDING HAZARDOUS
HATERLALS
AGREEMENT REGARDING HAZARDOUS
HATERLIALS
AGREEMENT REGARDING HAZARDOUS
HATERIALS

AGRICULTURAL LANDS OF IMPORTANCE
TO THE STATE OF HAWAIT HAPS

AGRICULTURAL PARKS

AGRICULTURAL PARKS FILES
AIRS INFORMATION UPDATE DATA

AMIMAL HEALTH RECORD

ANIMAL INDUSTRY COMPLAINT &
SUHHONS

AHIMAL INDUSTRY QUESTIONMNAIRE
AMTMAL QUARANTINE - DAILY ACTIVITY
LOG

ANIMAL QUARANTINE - MONTHLY LOG

AHIMAL QUARANTINE STATION
WORKSHEET

AMHUAL SUHHARY AND TRANSMITTAL
OF U.S. INFORHATION RETURNS

Records By Category of Individuals Report

Total count: 520 as of August 6, 2004, 12:51 pm
. INDIVIDUAL GROUP |

Program Participants
Employees

Subjects of Investigation
Momaness

Program Participants
Consultants
Lonn Recipents

Loan Recipients
Lonn Recipients

Propeity Dwners) Lessess

Applcants

Poperty Owners) Lessees
Brployess
Program Participants:

Program Participants
Program Participants
Program Participants
Program Participants

Program Participants

Taxpa yers

DEPARTMENT | AGENCY NAM |

SOH/ AHIMAL
AGRICLILTURE QUARANTINE SEC
SOH/ PERSOMNEL
AGRICULTURE MGMT STAFF
SOH/ AHIMAL
AGRICULTURE QUARANTINE SEC
SOH/ £
AGRICULTURE AEGIS . E0 58S
SOHf ANIMAL
AGRICULTURE QUARANTINE SEC
AQUACULTURE
S0H/
DEVELOPMENT
AGRICLILTURE it
SO0H/ AGRICULTURAL
AGRICULTURE LOAN DIV
SOH/ AGRICULTURAL
AGRICULTURE LOAN DIV
SOH/ AGRICULTURAL
AGRICULTURE LOAN DIV
PLAHHING &
S0H/
DEVELOPHENT
AGRICLILTURE v
PLAMNING &
SOHf
DEVELOPHENT
AGRICULTURE ot
SOH/ AGR] RESOURCE
AGRICULTURE HGHMT DIV
SOH/ PERSONNEL
AGRICULTURE HGMT STAFF
SOH/ ANIMAL
AGRICULTURE QUARANTINE SEC
S0OH/
AGRICULTURE IPORT SECUION
LIVESTOCK
S0
m:{cmmuf DA
COMTROL BR
SOHf
AGKICULTURE IMPORT SECTION
SOH/
AGRICULTURE IMPORT SECTION
SOH/ ANIMAL
AGRICULTURE QUARANTINE SEC
SOHf ACCOUNTING
AGRICLLTURE SEC.

ABBREV
AQSITHSPEC

PERMGMT
AQSIINSPEC
AGRPIPESTRE

ADS{INSPEC
ADP

AGLN
AGLN
AGLN

PDO

PDO

ARMD
PERMGMT
AOS{TNSPEC
LDCTHPORT

LDC

LDC/THPORT
LDC/TMPORT
AOS{INSPEC

Using this report: This report gives departments another tool for managing records. It
displays an inventory of the department’s records by category of individuals about whom
each record is maintained if the record is a “personal” record. It can also be used to view a
list of another department’s records by category of individuals.

Sort by record name (alphabetically), print, and keep for reference to show the information
type for each personal record. Sort by individual group (category of individuals) as
another reference tool to group personal records. For example, the report can group all
patient records, employee records, or applicant records.

To view the full record report for any of these records, select the record number in the

RSN column.
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9. MEDIATYPES
Media Types by Record Name Report

This report gives a list of a department’s record names, with the type of media (physical format) for
each record. It can be sorted alphabetically by record name, by agency name, or by media type.
Examples of media type include paper, computer disk, Internet, microfilm, and photograph, to name
a few.

* Atthe welcome screen, select the report.

* Atthenextscreen, choose a department by clicking on the down arrow to the right of that
field to display a list of State and county departments. The list gives county departments
first, followed by State of Hawaii departments (“SOH”). Select a department by clicking
on its name.

Records Report Systam Maintenance

Media Types by Record Name Report

Choose Departrment SOHS UNIVERSITY OF HAWATLS UH

Hedia Type All

St By RS H

Recom] Hams

Medin Type
Dty

AeEncy Modme
Agency Abbwowiabon

Fun Report

» Atthe same screen, select the media type by clicking on the down arrow to the right of
that field. Select “all” to bring up all media types, or select any of the types in the list to limit
the report to records with the media type you select.

* Atthe same screen, select how the report will be sorted: by RSN (each record has a
unique record sequence number), by record name, by media type, by department, by

agency name, or by agency abbreviation.

* Atthe same screen, click on “Run Report.”
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* Atthe next screen, you can view and print the report. You can also sort by any column by
clicking on the column header. The top of the report displays the date and time of the
report, as well as a total count of the records in the report. If the print preview or printout
does not display all of the columns, select “landscape” in your browser’s print command.

Records Report System Maintenance

Media Types by Record Name Report

Total count: 391 as of August &, 2004, 1:02 pm

SOH
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SOH/ INSTITUTIONAL
A REPORT ON REMEDIAL AND X
25525 Paper UNIVERSITY OF RESEARCH UH/TRO
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SOHf OFC OF WP FOR
36239 ;ﬁc"‘mlf] ﬁg‘f::‘iwi' Paper UNIVERSITY OF PLANNING & ':I'_"A"':P'
' " HAWAIL POLICY
SOH[ INSTITUTTIONAL
T ettt K UNIVERSITY OF | RESEARCH UH/IRO
HAWALI OFFICE
SOH/ OFC OF WP FOR UM
337 | ACADEMIC PROGRAM ACTIONS | Paper UNIVERSTTY OF | PLANNING A oy
HAWAIT POLICY
iz | PCOUNting Report - HPSL/NSL m / Eﬁ;{ensrrr e FINANCIAL UH/FIN-
Corsslidated (O3510-03530) Disk HAWATL MAMNAGEMENT MiT
CD Fom / SOHY
Accounting Feport - HPSL/NSL FINANCIAL UH/FIN-
G127 Dyltical UNTVERSITY OF
Consclidated (03540-00550) Dask HAWATL MAMNAGEMENT MGT
: Accounting Report - WDSUINST | o FEoml | SO | FinanciAL UH/FIN-
128 | concolidated (03570-03579) g MAMAGEMENT MGT
Disk HAWATI
agpan | Accounting Report - WDSLINST | COBOMS | PO L L | FinancIAL UM/FIN-
Consolidated (03 580-03 589) i MANAGEMENT MGT
Disk HAWALI
CD Raom SOHS
Accounting Report - NOSL/INST FINANCIAL UH/FIH-
65125 Oyptical UNIVERSITY OF
CorsHidates] System Disk HAWATI MAMAGEMENT MGT
. CD Rom/ | SOH/
Arosmniting Feport - HDSLJINST FIHANCILAL UH{FIN-
G Program Sort (0357 0-03591) Mnial ::wlfllrsn‘r o MAMAGEMENT MGT
, ol FINANCIAL UH/FIH-
225 | Acqusition Report Wcrofiche | URIVERSITY OF Ay e
AMWUAL FALL DISTANCE SOH/ OFC OF WP FOR e
247 | LEARMING OFFERINGS & Poper UNTVERSITY OF PLANNING & g
ENROLLMENT REPORT HAWALI POLICY
Anniaal Inventory Verffication . FINANCILAL UH{FIN-
R Report roper mwmmn' OF MAMAGEMENT MGT

»  Using this report: This report gives departments another tool for managing records. It
displays an inventory of the department’s records by media type (physical format). It can
also be used to view a list of another department’s records by media type.

Sort by record name (alphabetically), print, and keep for reference to show the media type
for each personal record. Sort by media as another reference tool to group all paper

records, records on computer disk, records on the Internet, and so forth.

To view the full record report for any of these records, select the record number in the
RSN column.
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10. UIPALAWSUITS
Lawsuits Regarding UIPA

This report gives statistical information, by year and by department, for lawsuits related to Hawaii’s
public records law, the UIPA. It indicates, for any given year, the number of UIPA lawsuits filed
against a department, and the number for which access to the record or records was granted.

* Atthe welcome screen, select the report.

* Atthenextscreen, you can view and print the report. This report, unlike the others, is a
full report for all departments and years reported by the departments. You can sort by
any column by clicking on the column header. The top of the report displays the date and
time of the report, as well as a total count of the years reported. Ifthe print preview or
printout does not display all of the columns, select “landscape” in your browser’s print

command.
Records Report Systam Maintenance
_ s
Lawsuits Regarding UIPA /OUJ
A
N
Total court: 27 &% of Auglist 6, 2004, 1:06 pm %:&)
YEAR LAWSUITS FILED ACCESS GRANTED DEPA RTHENI‘\. .:(/13
2003 1 o SO HEALTH
2002 i} i ] '_-ul_:ll-ij HEALTH
2041 i 0 SOM/ HEALTH
M0 i 0 SOH/ HEALTH
1909 a 0 HALIL DEPT OF FINANCI
1909 a 0 HALIY DEPT OF PLANMING
1999 0 o SOM{ HEALTH
1999 0 0 SOH/ LEGISLATIVE ALDITOR
1EPace 1 i) SOH/ PUBLIC SAFETY
168 i i SOHS EDUCATION
10408 0 o SOHf HEALTH
1908 [} o SO/ LEGISLATIVE ALIDITOR
R E 0 i) SO/ PUBLIC SAFETY
19407 i 0 SO/ EDUCATION
1907 0 0 S0H] HEALTH
1907 0 o SON/ LEGISLATIVE ALIDITOR
1506 i 0 SOH/ HEALTH
SOMf LABOR & TNDUSTRIAL
Ko 0 o RELATIONS
1906 i} o SOH[ LEGISLATIVE ALIDITOR
10906 i} i) SOM/ PUBLIC SAFETY
1005 Li} 1] HOHOLULLY CITY COLURCIL
HOMOLULLY DEPFT OF
1995 o 0 ALIDITORILIMS
1995 0 0 HALIL DEPT OF FINANCE
1905 i o SOH/ HEALTH
SOMHJ HUMAN RESOURCES
L
1995 0 0 DEVELOPMENT
SOMJ LABOR & INDUSTRIAL
B 0 ot RELATIONS
1005 [} o SO/ LEGISLATIVE ALIDITOR

» Using this report: This report gives a quick statistical look at UTPA litigation throughout
the State, by department, over a number of years, back to 1995.

The report shows the pukas that departments need to fill by updating their UIPA lawsuit
statistics on the RRS. For many departments, a given year will show no lawsuits filed, but
departments still need to report their UIPA lawsuit statistics for these years, and each year
back to 1995.

GuUIDE TO THE 10 RRS REPORTS 23



24 GuIDE TOo THE 10 RRS REPORTS



